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Issue Month (Page) Book Reviews in italic 


CERTIFIED PROFESSIONAL 

SECRETARY 

Applying and Qualifying for the CPS 

; Examination 4 (20) 

Capstone 10 (15) 

In-Basket Exercise (1980) Exam) — Part 
V Communications and Decision 
Making 10 (20) 

Method of Preparation as a Predictor of 
Success on the CPS Examination, 
Sister Paulette Gladis, Ph.D. 1 (29) 

Relationship of the CPS Rating and 
Selected Job Factors, Frank Hodges, 
Ph.D., Calfrey C. Calhoun, Ph.D., and 
Wanda Stitt, M.Ed. 2 (28) 

28 Have CPS Rating at Valley National 
Bank, Muriel Fisher, CPS 2 (12) 

COMMUNICATIONS 

Modern Business Correspondence, 
Marjorie Hunsinger and Donna 
McComas 3 (31) 

Talking It Out Within An Organization, 
Elizabeth S. Grizzard, Ed.D. and 
Barbara L. Hurless, CPS, 1 (8), 2 (15), 
3 (15), 5(10), 6-7 (31) 

CONVENTION, NSA 

Agenda ... Proposed Agenda 1980 
International Convention 4 (24) 

Convention — 1980 International, Time 
and Place ... Registration 4 (26), 5 
(26) 

Hotel Reservations 4 (23), 5 (24) 

New York — The Big Appie, Fran Riley, 
APR, 1 (26), 2 (22), 3 (3), 4 (22), 5 (22), 
6-7 (26) 

Reservations for New York City Trips and 
Tours 1 (27), 3 (29) 

Speakers’ Excerpts 8-9 (12) 

Speakers Highlighted 5 (24) 

ETHICS 

Code of Ethics for the Professional Secre- 
tary 8-9 (5) 

Secretarial Ethics: Caught in the Middle, 
Arlene August 4 (16) 

FUTURE SECRETARIES 

ASSOCIATION 

Prepare for Tomorrow as a Professional 
Secretary 11 (18) 

INTERNATIONAL SECRETARY OF 

THE YEAR 


Jerry L. Randolph, CPS, (1980) 8-9 (18) 


Walk Proudly as a Professional Secretary, 
Janice Malbon (1979) 8-9 (31) 


INTERPERSONAL RELATIONS 

Secretary on the Spot: 1 (30), 2 (33), 3 
(26), 4 (33), 5 (32), 6-7 (34), 8-9 (44), 
10 (38), 11 (28) 


MISCELLANEOUS 

Business Office (The), Phyllis Morrison 
and Joyce Twing 5 (34) 

Census '80 3 (18) 

Charis-Magic in Public Speaking: The 
Power to Move People, Dick Milham 
6-7 (37) 

Complete Book of Fingermath (The), 
Edwin M. Lieberthal 4 (34) 

Corporate Human Resources Develop- 
ment: A Management Tool, Leonard 
Nadler, Ed.D. 6-7 (36) 

Do You Remember Who Gave You Your 
First Break? 5 (3) 

Facts on Women Workers 2 (27) 

History of Tipping and Tipping Guide 
6-7 (28) 

How to Find the Job You've Always 
Wanted, Burdette Bostwick 6-7 (37) 

How to Run Better Business Meetings, B. 
Y. Auger 3 (31) 

How to Win an Argument, Michael A. 
Gilbert, Ph.D. 5 (34) 

Increasing Assertion — A Method of 
Reducing Apprehension 5 (35) 

Indiana Students Gain Experience 
Through Intensive Office Laboratory, 
Larry Shinn 11 (6) 

Is It Time for a Change?, Leonard Berlow 
1 (22) 

Labor Law and Legislation, David P. 
Twomey 11 (31) 

Mount St. Helens Erupts, Lettie Gavin 6-7 
(12) 

1001 Questions and Answers About Your 
Car, Mort Schultz 5 (35) 

Penny-Pinching Postal Pointers, Edmond 
J. Gross 5 (35) 

Principles of Economics: Theory, Prob- 
lems, Policies, Elbert V. Bowden 11 
(31) 

Quick Legal Terminology: A Self-Teach- 
ing Guide, Randolph Z. Volkell 11 (31) 

Science of Winning (The): A Random 





Annual Index 


Walk on the Road to Riches, Burton 
P. Fabricand 4 (34) ; 

Selecting, Developing and Retaining 
Women Executives, Helen J. McLane 
10 (35) 

Some Things You Should Know About 
Pre-Employment Interviews and Appli- 
cations 2 (25) 

Survival Skills for the Working Woman 
11 (10) 

Traditional Roles of American Women 
Seen Changing in 1980 Virginia Slims 
Poll 6-7 (16) 

Voice Improvement Training Materials 
6-7 (36) 

Want a Job?, Mary Ann Freels 11 (14) 

Webster's Medical Office Handbook 5 
(34) 

What are you Worth and What's it to 
You?, Alice DiMartini 1 (6) 

What Time is It?, 10 (14) 

What You Should Know About Investing, 
Carol O’Rourke 4 (3) 

Women in the Work Force, Sandy Rock- 
wood 5 (16) 

Women Workers Then and Now 6-7 (22) 

Women’s Conference on Cancer, Nancy 
DeMars, CPS 5 (17) 

Women’s Guide to Re-entry Employment 
(The), Mary Zimmeth 2 (23) 

Women's Handbook of Independent 
Financial Management, Steven 
James Lee and Karen Athena Hassay 
6-7 (36) 

NATIONAL SECRETARIES 

ASSOCIATION (INTERNATIONAL) 

(See Convention, NSA) 

A Professional Organization ... What's 
in It for You?, Barbara Rose 5 (6) 
About NSA Affiliates and Secretaries 

Around The World 6-7 (7) 

Board of Directors 8-9 (30) 

Candidates 5 (28) 

Free Enterprise System (1980 Program 
of the Year), Amos Anderson 6-7 
(10) 

Home Trust Fund Trustees 8-9 (29) 

Increase Your Abilities and Maximize 
Your Contributions ..., Lois E. 
Grierson, CPS 11 (30) 

NSA News: 1 (32), 2 (38), 3 (32), 4 (38), 
5 (38), 6-7 (41), 8-9 (46), 10 (42), 11 
(34) 
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NSA President Has a “Go for It” Philos- 
ophy, Fran Riley, APR 5 (20) 

NSA Sound-Color Slidefilm — Direct 
Action, The Secretary's Job, Fran 
Riley, APR 8-9 (44), 10 (2) 

New Decade/New Direction, Nancy 
DeMars, CPS 8-9 (33) 

Now is the Time . . . Professional Secre- 
taries International 10 (6) 

Professional Secretaries International 
11 (20) 

NATIONAL SECRETARIES 

RESEARCH & EDUCATIONAL 

FOUNDATION 

Scholarship Winner 8-9 (32) 

NEW PRODUCTS 

The Secretary Mart: 2 (34), 3 (7-14), 4 
(36), 5 (36) 6-7 (38), 10 (40), 11 (32) 

OFFICE AUTOMATION 


A New Way with Words, Edward J. 
Menkhaus 3 (6) 


Basic Office Machines for the Office of 


the 80s, Robert M. Woletz 10 (10) 
Esoteric Typewriters, Fred Ferretti 11 (12) 
Office Automation -— The Current Evolu- 

tion 1 (10) 

Office Productivity Needed for the 80s, 

Michele Simmons 4 (8) 

Practical Guide to Word Processing 3 

(28) 

The People Principle, Shirley Englund 

3 (9) 

Word Processing and Text Editing, John 

Zarrella 3 (28) 

Word Processing: Concepts and 

Applications, Bettie H. Ellis 3 (28) 


Word Processing in the Law Office and 
Word Processing in the Insurance 
Office 3 (28) 


SECRETARIAL/OFFICE 

PROCEDURES/SKILLS 

Business English: A Communications 
Approach, Mary J. Burnett and Alta 
Dollar 10 (35) 

Business Writing Workshop, Courtland 
L. Bovee 6-7 (36) 

Cortez Peters Championship Typing 
Drills (The), Cortez W. Peters, Jr. 4 (34) 

English Style Skill-Builders, Joseph 
Cleary and Joan Lacombe 6-7 (37) 

Legal Secretaries Complete Handbook, 
Besse May Miller 6-7 (37) 

100 In Secretarial Training Program, Lee 
H. Schmidt 2 (10) 

Planning Using Skills Inventory Systems, 
Richard A. Kaumeyer 2 (23) 

Proofreading Insurance 11 (24) 

Secretarial Skills Enrichment Program 
3 (28) 

Teamwork is Productivity, Jill Wahren- 
berger 4 (14) 


SECRETARIAL PROFESSION 

Gateway to Careers for Secretaries, 
Elfriede M. Gaias 6-7 (40) 

Manager/Secretary Team (The), Billie 
Sorensen 8-9 (40) 

NSA Offers Special Program to Assist in 
Re-entry 2 (27) 

NSA Secreatrial Stats, Fran Riley, APR 
1 (17) 

New Developments in Pay Equity, E. 
James Brennan 4 (10) 

Qualities Desired in a Secretary, LaVerne 
C. Ryan 5 (12) 

Secretarial Morale and Productivity, J. 
Robert Garcia 5 (8) 

Secretaries Have Subtle Power, Barbara 
Redeffer 11 (16) 

Secretaries Plan and Prepare Efficiently 
for Re-entry 2 (20) 

Secretary Speakout 81 5 (34), 10 (8), 11 
(19 

Smart Secretaries Guide to Earning More 
Than Just a Salary (The), Elaine S. 
Kartzman 10 (35) 

Wanted: 250,000 Good Secretaries, Anne 
Mayer 2 (6) 

What is a Secretary Expected to do? 
Entry Level, Wiley B. Lewis 2 (18) 

SECRETARIES WEEK 

Secretaries are Forever 4 (6) 

SEMINARS 

Educational Seminars (NSA Convention) 
4 (27), 5 (27) 

Enhancing the Secretary’s Value 1 (21) 

1980 Seminars for the CPS 2 (36) 

TIME MANAGEMENT 

It's About Time . . . Interruptions, R. Alec 
Mackenzie and Billie Sorensen 1 (12) 

Successful Time Management, Jack 
Ferner 5 (35) 

Timewasters ... Personal Disorganiza- 
tion/Cluttered Desk/Paperwork, R. 
Alec Mackenzie and Billie Sorensen 
4 (18) 

VOCABULARY/GRAMMAR 

Back to Basics, Jo Ann Hennington, 
Ed.D.: Homonyms and Accurate 
Spelling 1 (14), Writing Mechanics: 
Abbreviations 3 (20) 

Sisson’s Word and Expression Locater, 
A. F. Sisson 3 (31) 

VNR Desktop Word Divider/Speller and 
Area Code Directory (The), Craig T. 
Norback 3 (28) 

Word Watching, Sarah Montoya, CPS: 
Autumn Equinox 10 (36), Confusion 11 
(26), English Misspoken 4 (28), Good 
Words Gone Wrong 5 (14), Markman- 
ship 1 (24), Newswords 6-7 (14), 
Praises and Put-Downs 3 (23), Prints 
Charming and Otherwise 2 (32), Who 
or Whom 8-9 (38) 





